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1. Background	Despite	of	Danish	government	planning	to	digitize	public	sector	by	2020	and	over	80%	of	Danes	using	advance	technology	in	their	daily	lives	such	as	eBanking,	online-shopping	etc.,	the	BUFR,	the	department	under	Copenhagen	Municipality	still	manually	performs	its	daily	duty.	Approximately	80%	of	daily	job	is	performed	manually	that	requires	large	number	of	administrative	workers.	This	practice	may	create	financial	burden	for	the	company	as	well	as	work	efficiency	may	not	be	at	optimal	 level.	The	huge	gap	is	 in	seen	in	context	of	using	technology	even	under	in	a	same	governmental	organization.	There	 is	 a	 need	 for	 company	 to	 combine	 their	 business	 strategy	 with	 technology	 to	automate	 the	 problematic	 tasks.	 The	 automatic	 systems	 are	 essential	 in	 handling	 large	numbers	of	 tasks	as	well	as	 it	can	help	to	overcome	deficiencies	of	human	understanding,	these	systems	can	be	more	effective	in	representing	a	process(Jazaa	1995).	Optimization	of	current	 working	 processes	 by	 adopting	 new	 technologies	 is	 crucial	 for	 the	 continued	competitiveness	of	the	company.	
2. Scope	Research	 will	 perform	 requirement	 specification	 and	 design	 architecture	 of	 the	 future	system	according	to	needed	requirements.	The	objective	of	the	project	is	to	investigate	the	problems	in	present	system	of	working	and	list	out	the	needs	for	HR	management.	Design	the	system	architecture	for	solving	the	crucial	problems.	
	
Scope	exclusions	It	is	not	within	the	scope	of	this	project	to	implement	recommended	IT	solutions.	A	follow-up	implementation	project	may	be	created	to	do	that.	
3. Resource	Roles	&	Responsibilities	There	will	be	different	key	persons	to	whom	this	project	will	be	fully	depend.			
• Company	Management		Company	Management	 team	will	 consists	of	3	members,	 the	Leader	and	co-leaders	of	 the	company.	The	management	 team	co-ordinates	 in	 the	project	providing	all	 the	 information	about	work	process	from	the	managerial	perspective,	which	helps	to	find	the	overall	goal	of	the	tasks	that	employee	performing	everyday.		
• Supervisors		During	 this	 project	 there	will	 be	 two	different	 supervisors	 in	 each	Computer	 Science	 and	Informatics	part	who	will	be	the	main	guidance	for	the	project	member.		
• Project	member	This	 project	 is	 an	 academic	master	 thesis	 of	 a	 student	 at	 Roskilde	 University.	 There	 is	 a	single	person	(student)	as	a	project	member	in	this	project.			
• Other	members	
There	will	be	other	staffs	of	the	company	who	are	the	real	users	of	the	system.	They	will	the	key	informer	and	could	be	used	during	requirement	specification	phase	in	the	project.	They	are	the	super	users	of	the	system	so	they	have	better	knowledge	of	their	daily	work	process.	They	will	 be	participating	 in	data	 collecting	process	 for	 the	project	 such	as	 in	 Interviews,	Workshops	etc.		
Steering	group	Project	 steering	 group	will	 consists	 of	 project	member	 as	well	 as	management	 team.	The	project	will	be	driven	with	a	close	inspection	and	group	work	of	this	team.		
4. Schedule	The	project	 should	be	 completed	by	28th	 June	2016.	The	meeting	with	 the	 company	 (esp.	Management	 team)	 will	 be	 scheduled	 at	 least	 twice	 in	 a	 month.	 And	 the	 interviews	 and	workshops	with	the	employees	will	be	scheduled	as	needed	during	project’s	empirical	data	collecting	process.	The	overall	scheduling	of	the	project	work	is	shown	in	the	table	below:		
Months	 															Activities	
February	 • Meeting	Plans	
• Literatures	searching	
• Time	scheduling	
• Supervisor	meeting	
• Company	meeting	(Management)	
• Report	writing		
• Concept	 development	 (IT	 solutions	 /	 Environments	 /	Architecture)	
March		 • Supervisor	meeting	
• Interviews/	Observations/Survey	
• Company	meeting	(Management	&	Leaders)	
• Empirical	data	collection(needs/goals/problems/requirements)	
• Writing	‘methodology’		
• Mockups	designing	
April	 • Interviews	/	Workshops	
• Empirical	data	collection	
• Data	Analysis		
• Report	Writing	
• Supervisor	meeting	
• Company	meeting	(Management,	Leaders	&	Cleaner)	
• Architectural	modeling	
May	 • Report	Writing	
• Company	meeting	(Management)	
• Supervisor	meeting	
• Architectural	modeling	
June	 • Supervisor	meeting		
• Company	Meeting	(Finalizing)	
• Discussion	&	Conclusion	
• Finalizing	report		
Workshops
Wireframe/Mockup design
Prepare report
6. Constraints, Assumptions & Risks
Constraints
Company's time availability
Good communication
Good set ofproject supervisors
Assumptions
Recommendation would be implemented
Company is interested in participating in this project
Good Supervision time
Risks. No solution exists that will meet all the requirements. No interest from some areas. Upsetting clients/staff Iearning new systemJ. Difficult to connect other outer systems. Conversion from existing systems may not be smooth. Costs may increase, recommendation may not be cost effective or in budget
7. Budget
There is no budget allocation in this project.
8. Approval
This charter formally authorizes this project based on the information outlined in this
charter. Should any of this information change throughout the duration of the project,
concerned members of the project shall discuss it.
o
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Approved by:
1 L-rg!h:^
Name: Lcrk L. l<nsevr , So,.:-Le-f(Company Managenient)
Approval Date:
February '11,2016
February{.;2016
Interview	Notes	(Interviews	were	recorded	for	reference)	
Introduction	meeting		Filename:	Introduction_Meeting_1.wav		
• Current	system	is	not	flexible	
• Should	be	automatic	system		
• The	system,	which	can	show	the	resources.		
• Need	the	substitute	average	
• Currently	we	 are	 testing	 the	new	 system,	which	 calculates	 the	working.	i.e.	Clean	Manager	(Software)	-	The	system	that	is	already	on	the	market		
• Sick	call?		- Who	is	sick?	(You,	your	child	or	your	family)	- Lot’s	of	question	regarding	the	sick	call	
• We	 need	 to	 put	 the	 employee	 hour	 on	 the	 system	 to	 get	 the	 salary,	holidays	
• Student	can	work	only	15	or	20hrs/week	(Critical	factor)	- The	system	should	inform	us	if	they	exceed	the	hour		- To	reduce	the	illegal	work	- There	is	the	problem	with	more	than	two	area	manager	
• Lots	of	problem	with	hour	calculation	and	management	-		
• We	need	to	pay	to	the	employee	if	the	school	is	closed	
• Requirement	 of	 the	 cleaning	 material	 such	 as	 chemicals	 and	 other	materials	-	We	don’t	have	such	kind	of	system	to	manage	it	
• Stake	holders		- Schools,	Kinder	gardens	- Windows	cleaning	from	another	company	- Union	STEDS	- Cleaning	System	“Data	know	how”	for	map	- Cleaning	system	“Clean	Manager	software”	(for	testing)	
• The	system	should	be	inter	connected	with	other	systems	such	as	salary	payment	system,	holiday	etc	
• Multi	device	systems	i.e.	PC,	iOS,	Android	and	web				 	
Meeting	2	Filename:	Introduction_Meeting_2.wav		
• Holiday,	Sick,	off	days,	extra	hours	all	the	time	we	have	to	fit	in	the	system	in	KS,	these	all	cases	goes	through	KS.	
• Somebody	 wants	 holiday	 in	 spc.	 Date,	 then	 the	 area	 manager	 checks	possibility	to	get	or	not.	How	many	people	are	on	holiday	during	that	time	may	 be	 s/he	 get	 or	 not.	 Rule:	 Only	 5	 employee	 can	 take	 holiday	 at	 the	same	time	in	the	same	area.	No	to	nr.	6.	
• It	is	a	big	puzzle	for	the	company	to	manage	holidays	
• Each	 area	 there	 are	more	 than	 one	 leaders	 (leader	 and	 assistant),	 both	can’t	get	holiday	at	the	same	time.	
• Idea:	if	system	could	connect	substitute	automatically	would	be	very	nice.	
• Uses	manually	data	keeping	 for	holidays,	 and	sick	 substitutes.	 Some	are	hired	2	hrs/day	and	some	hired	7	hrs/day,	so	if	more	fulltime	employee	get	sick	at	the	same	time	there	is	needed	more	substitutes.		
• No	 full	 time	 substitutes,	 so	 has	 to	 put	 one	 substitute	 in	more	 than	 one	place	some	time.	
• Some	time	there	are	more	sick	than	substitute	and	vice-versa	
• Quality	Check:	area	manager	checks	quality	test	every	3	months,	assistant	comes	every	month.	All	the	info	and	keeps	log.	Send	to	leader,	she	analyze	the	quality	of	cleaning.	Figure	out	the	further	steps	to	take.		
• System:	form	in	the	iPad,	keep	the	form	in	(edoc)	and	access	by	leader	for	analyze.	
• Hiring:	 have	 to	 hire	 people	 through	 Internet	 KS,	 we	 have	 to	 fit	 KS,	interview/choose	among	them	and	inform	KS	that	we	hired	this	and	this.		
• Stakeholder:	 if	 substitute	 system,	 Tihana	 has	 no	 job.	 If	 the	 system	 fit	automatically	to	KS,	then	we	don’t	need	3	administrative	part,	so	we	can	use	only	one.		
• Security/confidentiality:	Challenge	for	future	
• Non	tech	users			 	
Interview	with	Substitute	Leader	Filename:	Tihana.wav		
• Sickness	 type	 (<10	 ,	 >10	 days,	 <3	 months,	 >3	 months)	 commune	 has	special	rules	
• 3	period	of	sickness/	>10	days	per	half	year	–	need	meeting,	record,	sign	it	for	future	record,	send	letter	related	to	sickness	
• also	look	after	the	type	of	sickness	
• Holiday	application	should	be	3	months	before	
• 31	dec	deadline	for	rest	vacation,	29	jan	deadline	for	leaders	to	check	the	rest	vacation	for	their	employees	
• even	 substitute	 be	 in	 a	 single	 place	 for	 all	 month	 then	 s/he	 will	 be	 as	regular	cleaners	for	that	place,	leader	to	that	place	will	sign	hour	paper	
• if	different	place	then	tihana	will	sign	it	
• checking	manually	each	substitute	HOUR	BOOK	and	HOUR	PAPER	
• and	then	give	to	HANNE,	she	put	in	KS	system	
• similarly	with	HOLIDAY,	put	in	the	system	first	and	approve	holiday	
• always	 wait	 to	 last	 days	 putting	 in	 the	 KS	 system	 (Problem	 :	 changing	date)	
• there	is	database	(folder)	provided	by	KS	(CITRIX)	for	each	employee	for	every	year	by	SCANNING,	so	each	of	the	related	documents	is	being	saved	in	that	folder	safely.	
• 	Area	 leader	 is	 informed	 with	 the	 list	 of	 his	 sick	 employees	 and	replacement	substitute	who	are	waiting	at	the	office		
• and	takes	KEYS,	SUBSTITUTE	and	go	
• SUBS	is	choosen	according	to	their	hours	
• Should	 always	 check	 IF	 SUBS	 is	 STUDENT	 or	 not	 (STUDENT	 =	 LESS	HOURS)	
• Communication	–	goes	personally	and	 inform	area	 leader	(if	SUBS	has	2	places	etc..)	
• Send	with	leader	or	self			
Problems		
• Late	sick	comeback	call		
• Sudden	vacation	
• Fraternity	leave	
• Long	sickness	–	substitute	locked	
• Sometime	more	susbs	and	sometime	too	less	
• Holiday	application	at	last	period	
• Submits	hours	two	times	(hand	in	as	well	as	email)	
• Double	checking			
Tasks	
• Sickness	call	–	make	substitute	list	
• Has	list	of	substitute	who	are	in	the	office	that	day	
• Send	them	with	right	person	to	right	address	
• After	sending	all	subs	to	work	–		make	substitute	list	for	tomorrow	
• Who	is	coming	back	from	sick,	check	mail	from	external	customers	
• Make	new	subs	list	–	send	to	other	area	leaders	
• Send	SMS	to	other	area	leader	about	list	(communication)	
• Call	or	SMS	if	they	come	back	tomorrow	(late	sick	comeback)	
• Hour	 checking	 –	 check	 each	 of	 the	 employees	 hours’	 paper,	 last	 day	 of	recent	month	and	first	day	of	coming	month	(2	 full	working	days)	takes	only	checking	hours	sheet	of	employees			
Interview	with	Area	Leader	Area	manager	confirms	the	hours,	signs	it.	hand	it	to	admin	lady	she	fill	out	the	form	and	scans	the	hours	paper,	put	it	in	the	Koncern	Service,	after	that	we	can’t	do	anything.	Management	works	
• Holiday,	Sick,	offdays,	extra	hours	all	the	time	we	have	to	fit	in	the	system	in		 KS,	these	all	cases	goes	through	KS.	
• Somebody	wants	holiday	in	spc.	Date,	then	the	area	manager	checks	possibility	to	get	or	not.	How	many	people	are	on	holiday	during	that	time,	may	be	s/he	get	or	not.	Rule	:	Only	5	employee	can	take	holiday	at	the	same	time	in	the	same	area.	No	to	nr.	6.	
• It	is	a	big	puzzle	for	the	company	to	manage	holidays	
• Each	area	there	are	more	than	one	leaders	(leader	and	assistant),	both	can’t	get	holiday	at	the	same	time.	
• Idea:	if	system	could	connect	substitute	automatically	would	be	very	nice.	
• Uses	manually	data	keeping	for	holidays,	and	sick	substitutes.	Some	are	hired	2	hrs/day	and	some	hired	7	hrs/day,	so	if	more	fulltime	employee	get	sice	at	the	same	time	there	is	needed	more	substitutes.		
• No	full	time	substitutes,	so	has	to	put	one	substitute	in	more	than	one	place	some	time.	
• Some	time	there	are	more	sick	than	substitute	and	vice-versa	
• Quality	Check:	areamanager	checks	quality	test	every	3	months,	assistant	comes	every	month.	All	the	info	and	keeps	log.	Send	to	leader,	she	analyse	the	quality	of	cleaning.	Figure	out	the	further	steps	to	take.		
• System	:	form	in	the	ipad,	keep	the	form	in	(edoc)	and	access	by	leader	for	analyse.	
• Hiring	:	have	to	hire	people	through	internet	KS,	we	have	to	fit	KS,	interview/choose	among	them	and	inform	KS	that	we	hired	this	and	this.		
• Stakeholder:	if	substitute	system,	Tihana	has	no	job.	If	the	system	fit	automatically	to	KS,	then	we	don’t	need	3	administrative	part,	so	we	can	use	only	one.		
• Security/confidentiality	:	Challenge	for	future	
• Non	tech	users	
• All	700	emplyoyees,	cases	goes	manually	in	the	system,	Hana	does	all	these	paper	work			
Meeting	with	Management	
System – Cleanmanager 
 Work overview, start and ending time, calculations, cleaning projects going on 
or finished etc 
 System chosen in ‘Rengøringsmessen’ 
KL – kommunen langsforegning 
 Have nothing to do with the company 
 Doesnøt kno its existence, provided a cleaning guidelines about 2 decades ago, 
company is quit independent,  
Company as public institution 
 Concern service ks and Union has power to rule over by the rules applied by 
commune 
 Public company has to follow all the guidelines and rules strictly rather than 
private 
 Emp gets good amount of time to finish task, good salary, environment 
 Private company can fire employee right away than public 
Different case in handling substitutes 
All the substitutes are permanent employee, they get paid certain amount of 
salary every month, they have to certain hours of work everyday, so company 
has to make sure they are having at least minimum hours everyday than other 
substitute companies.  
Other organization hires substitutes from substitute(or all cleaners amap) 
companies, but this company itself a substitute company that supply substitute 
worker for various other public organization. Case is totally different because 
other subs company give salary to employee only the hours they worked, but 
here a fixed amount of salary is fixed. 
Kommune Sections 
 KFF,  
ØKF (KEJD- rs) 
SOF,  
BIF,  
SUF,  
TMF and 
 BUF (Administrativt resourcecenter - > FOM Faciliteter Og Mad -> rs) 
	
Interview	guidelines	questionnaire		Management		1. Department	you	belong	/	Post	you	have?	2. Working	years	in	the	company	3. What	is	the	special	working	area	or	tasks?	4. How	is	the	tasks	performed?	5. What	do	you	feel	about	the	present	working	process?		6. How	you	communicate?	7. How	you	do	record	keeping	or	tools	you	use?	8. What	do	you	think	about	the	alternate	system	to	overcome	the	problems?	9. What	do	you	think	about	new	IT	solution?	10. Is	there	chance	for	new	system	acceptance?	11. What	sort	of	problems	you	see	for	implementing	new	system?	are	you	aware	of	the	consequences?		Leader/	Cleaner	1. Department	you	belong/	post	you	have?	2. Working	years	in	the	company	3. What	is	the	special	working	area	or	tasks?	4. List	of	Everyday	tasks	of	Substitute	department	5. Why	is	the	tasks	performed?	6. How	is	the	task	performed?	7. Flow	of	Information	(What	information	is	used,	created,	and	transmitted,	and	by	what	means)	8. Who	else	needed	to	complete	the	task?	9. Who	does	what,	when	and	what	are	the	initial	and	end	results?	10. Who	communicates	what	with	whom	and	by	what	means?	11. Who	handles	the	co-ordination	of	tasks	and	by	what	means?	12. Breakdowns	in	the	work	process	(what	are	the	possible	causes	of	problems	or	stoppages?)	13. What	works	well	with	the	present	tradition	of	work	and	technology?		
 
 
The Cleaning Section 
Work policy 
Københavns Kommune, Børne- og Ungdomsforvaltningen 
Rengøringssektionen 
Gyldenløvesgade 15, 5. sal 
1502 København V 
Telefon: 33 66 43 78 
 
Kontakt: Area Managers can be reached: 
Mon-Thur 6 am – 1.30 pm, Fri 6 am – 1 pm 
A Swan-labelled cleaning company 
You will have no access to the office without an 
appointment 
You have to introduce yourself as an employee by The 
Cleaning Section before accessing the office 
Vers. 2.6 Nov. 2015/zc86 
Senior Manager  
Jane K. Hansen 
Mobil. 4089 2984 
L670@buf.kk.dk  
 
Planner/Deputy Manager 
Ivan Novak 
Mobil. 4089 2982 
v492@buf.kk.dk  
 
Deputy Manager 
Lotte L. Jensen 
Mobil. 2632 4212 
zc86@buf.kk.dk  
 
Area Managers 
Zeljko Petric 
Mobil. 2280 3076 
Lb82@buf.kk.dk  
 
Tihana Novak 
Mobil. 2280 3077 
be6l@buf.kk.dk  
 
Lonni Kronby 
Mobil. 2777 0822 
lonnik@buf.kk.dk  
 
Aziz Tamama 
Mobil. 2777 0811 
azitam@buf.kk.dk  
 
Emel Aydin 
Mobil. 6024 6396 
zv60@buf.kk.dk  
 
Mette Andersen 
Mobil. 2751 6475 
zi42@buf.kk.dk  
 
Susanne Müller-
Hansen 
Mobil. 2673 4383 
bp45@buf.kk.dk  
 
Johnny Olsen 
Mobil. 2497 3767 
cn7f@buf.kk.dk  
 
Louise Hellerup Jensen  
Mobil. 2485 0225 
Eg1w@buf.kk.dk  
 
 
 
Work Policy The Cleaning Section 
Information about the The Cleaning Section 
• The Cleaning Section is a part of Børne- og Ungdomsforvaltningen (BUF) in 
Københavns Kommune. Our cleaning company do not get any financiel 
support from Københavns Kommune, which means that we have to land our 
contracts ourselves. 
Illness 
• Illness must be reported to Tihana Novak 6 am at 2280 3077. You have to 
talk to Tihana. We do not accept SMS 
• Once you are well again, you call Tihana Novak before noon, the day before 
returning 
• If you do not report that you are ill, or intend to be absent, The Cleaning 
Section will view this as failure to appear and you may be dismissed 
summarily 
• If The Cleaning Section finds it necessary, we call for a meeting concerning 
your sickness absence 
• If the Cleaning Section finds it necessary to collect a doctor´s note, we call 
for a meeting to make a fit for work certificate 
Ilness child and care days 
• If you cannot come to work because your child is ill, you must report to 
Tihana Novak 6 am at 2280 3077. Please state  your child´s cpr nr. 
• If you take two successice days off, you have to inform us 
Vacation cf. Holidays Act 
• The area manager sets the dates for holiday together with the employee. 
The area manager must as far as possible meet the employee´s requests for 
holiday in consideration of the planning 
• At least 3 months before the main holiday begins, the area manager must 
notify the employee about the dates of holiday. At least 1 month before 
other vacation days begin, the area manager must notify the employee 
about the dates of holiday 
• The area manager must as a main rule approve the employee´s request for 
senior and care days 14 days before  
Special holidays and holidays not falling on a Sunday 
May 1 all day (0-24), Constitution Day 12.00 pm. (12-24) and Christmas Eve 
all day (0-24) are considered as holidays not falling on a Sunday. 
Maternity leave/ leave of absence 
• As a mother you have to inform your area manager at least 3 months before 
you expect to give birth  and when you take maternity leave 
• As a father you have to inform your area manager at least 4 weeks before 
you plan on taking leave 
• Other kinds of leave contact your area manager 
Dentist/doctor 
• Appointment with dentist or doctor is placed after work, if possible 
 
 
 
Salary 
• As a permanent you will be paid by the end of the month. If you have worked 
extra hours, you fill out the extra hours time sheet and hand it in by the end of 
the month. The salary for the extra hours will be paid at the following payday. 
• Your payslips are electronic. Go to www.e-boks.dk to see them. If you need 
help go to Borgerservice.  
• Questions regarding your salary, call Koncernservice at 70808000 
Work clothes  
• When you start working you will be given 5 t-shirts, 1 vest, 1 ID card and 1 
swan pin. You must wear this when you are working 
• The t-shirt must be clean and without holes. If your work clothes are worn, 
please contact your area manager. 
Keys  
• Take good care of keys and alarm information  
• You must always return your keys to your area manager when you go on 
vacation 
Working hours 
• You are entitled to a 15 minute break when you work more than 3 hours a 
day. The break is placed appropriate. You pay for your lunch break yourself. If 
you take a 30 minute lunch break, you add 30 minutes to your working hours.   
• You are not allowed to work outside your normal working hours. If you leave 
your work place during work, contact your area manager 
• If are you late at work or go before time, contact your area manager 
Behaviour at work  
• You must behave and act  according to our rules at work 
• You must introduce yourself as an employee by the Cleaning Section, when 
you start working in a new place 
• Please respect your duty of confidentiality. You are not allowed to read or 
look into papers at your work place which do not concern you 
• Alcohol og smoking is not allowed at your working place 
• You are not allowed to bring friends or family to work 
• You are not allowed to take home bottles or other things from your work 
place 
Website and Facebook 
• You can always be updated on news and relevant information here: 
• www.rengoringssektionen.kk.dk or Facebook Rengøringssektionen, BUF, 
Københavns Kommune 
www. Mitbuf.dk 
• The website www.mitbuf.dk is for employees in Børne- og 
Ungdomsforvaltningen. Here you can find news, social events, discounts on 
tickets for Zoo and Tivoli. 
 
 
 
Miljøpolitik 
 
Rengøringssektionen medvirker til at reducere belastningen af arbejdsmiljøet samt det omgivende 
miljø i naturen 
 
Det er et fælles ansvar, men vi mener dog, at rengøringsbranchen bærer en stor del af ansvaret på 
grund af den traditionelt store anvendelse af kemikalier i det daglige arbejde. Derfor kræves der en 
bevidst indsats i valg af arbejdsmetoder, - kemikalier, og – redskaber, samt uddannelse i brugen 
heraf.  
 
Rengøringssektionens miljøpolitik fordrer blandt andet anvendelse af den mildeste kemi mulig til 
opgaven, grundig uddannelse i brugen af redskaber og kemi og en indkøbs- og tilbudspolitik, som 
placerer Rengøringssektionen blandt de mest miljøvenlige rengøringsselskaber i Danmark.  
 
Arbejdsmiljøet for vores medarbejdere er helt centralt i valget af kemi, metoder og udstyr. 
Rengøringssektionen vil til enhver tid påvirke deres kunder såvel som rengøringsbranchen generelt 
til at anvende det nyeste udstyr, til glæde for medarbejdere, kunder og samfundet.  
 
Rengøringssektionen benytter produkter, der er miljømærket med det nordiske miljømærke Svanen 
og/eller det europæiske miljømærke Blomsten.  
 
Som offentlig virksomhed under Københavns Kommune, vil vi forebygge miljøforringelser og 
reducere miljøbelastningen samt mindske ressourceforbruget. Vi samarbejder med miljøbevidste 
leverandører og efterspørger miljørigtige varer under Københavns Kommunes indkøbsaftaler.  
 
Vi skal gøre opmærksom på at i forbindelse med miljøcertificeringen efter ISO 14001, er det 
kundens ansvar at instruere rengøringsassistenten i kundens lokale beredskabsplan.   
 
Rengøringssektionens rengøringstjeneste har opnået Svanemærkningslicens i november 2014 
 
 
 
 
 
 
 
 
 
 
Environmental policy 
 
 
The Cleaning Section strives to protect both people and the environment.  
 
It is a common goal and we think that the cleaning business carry a great responsability because of 
the traditionally heavy use of chemicals in daily cleaning. An effort is needed in the selection of 
working methods, chemicals, equipment and the instructions.  
 
According to our environmental policy we only coorperate with environmentally responsible 
suppliers, thoroughly instruct in the use of equipment and chemicals and pursue a policy which 
place us among the most eco friendly cleaning companys in Denmark.  
 
When we choose chemicals and equipment we focus on the working environment. The Cleaning 
Section will at all times urge the costumers as well as the cleaning business in general to choose the 
newest eqiupment in favor of the employees, costumers and society. 
 
The Cleaning Section use chemicals enviromentally labelled The Nordic Swan and the EU Flower.   
 
As a public company in The City of Copenhagen we strive to minimize or prevent environmental 
degradation and impact as well as minimize our use of chemical products. We cooperate with 
environmentally responsible suppliers and demand eco friendly products.  
 
 
The Cleaning Section is a Swan labeled company since November 2014 
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1. Welcome to The Cleaning Section 
The Cleaning Section is a company which has more than 20 years of experience in professional 
cleaning. We are a part of Children and Youth Administration in Københavns Kommune and we specialize 
in cleaning in day cares, offices, social centres and schools 
2. Introduction of the employees 
The Cleaning Section: Employees at the office in Gyldenløvesgade 15: 
 
Management 
Section Manager 
Jane K. Hansen  
Mobil. 4089 2984  
L670@buf.kk.dk   
Planner/Deputy manager 
Ivan Novak  
Mobil. 4089 2982  
v492@buf.kk.dk   
Deputy manager 
Lotte L. Jensen  
Mobil. 2632 4212  
zc86@buf.kk.dk   
 
Administration 
Office clerk 
Mitra Arami 
Office worker 
Sine Bull Jensen 
Office clerk 
Hanne Birgitte Andersen 
 
Area managers 
Zeljko Petric 
Mobil. 2280 3076 
Lb82@buf.kk.dk 
 
Tihana Novak  
Mobil. 2280 3077  
be6l@buf.kk.dk   
Lonni Kronby  
Mobil. 2777 0822  
lonnik@buf.kk.dk   
Aziz Tamama  
Mobil. 2777 0811  
azitam@buf.kk.dk   
 
Emel Aydin  
Mobil. 6024 6396  
zv60@buf.kk.dk  
Mette Andersen  
Mobil. 2751 6475  
zi42@buf.kk.dk   
Susanne Müller-Hansen  
Mobil. 2673 4383  
bp45@buf.kk.dk   
Johnny Olsen  
Mobil. 2497 3767  
Cn7f@buf.kk.dk   
Louise Hellerup Jensen  
Mobil. 2485 0225 
Eg1w@buf.kk.dk 
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2.1 Area manager 
Your area manager is responsible for you and your work place. If you have questions or problems 
concerning your work place, you always have to contact your area manager. The following is your area 
managers responsibility: 
• Ordering materials for your work place 
• Visiting you often to see how you are doing 
• Calling you for various meetings 
• Making quality reports at your work place 4 times a year 
• Making decision of moving you to another place if this is necessary  
• Approving your time sheets and vacation papers 
 
2.2 Assistents 
The Cleaning Section has 10 assistents who visit all workplaces every month and see if all things are in 
order. They are: Kate Lauridsen, Meena Bhat, Karin Nielsen, Mona Hoffmann Nielsen and Petrine Skipper 
Momme, Helle Rosengaard, Hans Rasmussen, Fanny Steinbüchel, Morten Melby, Bo Groth Nielsen. 
3. Staff policy 
The staff policy is a description of objectives and guidelines in the relationship between the management and 
the employees and the employees in between. The Cleaning Section strives to be a company, where the 
employees are happy and satisfied with their job.  
This is characterised by: 
• An open and honest dialogue between the management and the employees  
• An environment which is characterised by safety, understanding and respect towards each other  
• Managers who are dynamic and who work towards our common goals 
• Employees who know what our customers value and act accordingly 
• A social responsibility towards our employees and surroundings 
 
3.1 Vacancies 
When we employ new people, we have to follow a certain procedure. When The Cleaning Section has 
vacancies, you can see them in this site: 
www.kk.dk/ledigestillinger > Drift og Service > Børne- og Ungdomsforvaltningen  
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Or in www.jobnet.dk and www.ofir.dk. You apply online.  
3.2 New employees 
After the job interviews, we select the right candidates for the vacancies.  Before the employment The 
Cleaning Section is responsible for obtaining these documents:  
• Criminal records 
• Copy of residence and work permit  
• Take a reference from former employers 
 
3.3 Employee profile 
In The Cleaning Section many different nationalities are represented and we recruit employees who reflect 
the demography in different ethnic backgrounds and gender. The Cleaning Section demands that our 
employees speak and understand Danish or English. We emphasise that the employees are engaged and 
constant in the job. We do not demand that the employees before the employment are experienced in 
cleaning. We instruct our employees ourselves.  
 
3.4 Work policy  
Work policy in The Cleaning Section are described in a separate brochure.  
 
3.5 Alcohol- and smoking policy 
You are not allowed to drink alcohol at your workplace. Contact your area manager regarding the rules of 
smoking at your workplace.  
 
The area managers are obsevant concerning the well being of the employees. If the area managers learn 
about an employee who has an abuse of any kind the area managers will take action immediately. The area 
manager and the employee will arrange further actions.  The Cleaning Section has 3 key persons regarding 
alcohol and drugs: Ivan Novak, tlf. 40892984, Hari Prasad Neupane, tlf. 27815086, Safet Jusic, tlf. 
71823533.  
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3.6 Sickness/sickness absence 
If you are sick you have to call Tihana Novak at 6 am at 2280 3077. You have to speak to Tihana. The 
Cleaning Section do not accept a text message.  Once you are well again, you call Tihana Novak before noon 
the day before returning to work.   
 
If you do not report that you are sick, or intend to be absent The Cleaning Section will view this as failure to 
appear and you may be dismissed summarily 
 
The Cleaning Section makes a big effort in sustaining the low number of employees reporting in sick. That is 
the reason why we contact the employees as soon as possible.  
 
If you have repetitive periods of sickness, your area manager will visit you to find out if The Cleaning 
Section can do anything to reduce your sickness absence.  
If you are sick more than 3 periods, you are called for a meeting with your area manager concerning your 
sickness absence.  
 
If The Cleaning Section considers it necessary to obtain a doctor´s note, you will be called for a meeting to 
make a fit for work certificate with your area manager. At the meeting you will find out to what extend you 
can do your work.  
 
3.7 Sickness child  
If your child is sick, you have to call Tihana Novak at 6 am at 2280 3077. Please state your child´s cpr nr. If 
both parents are municipally employed, it is not possible to take 4 consecutive days.  
 
3.8 Care days 
You are entitled to two care days with payment per calendar year up to and including the year, where your 
child turn 7 years. The area manager must as a main rule approve the employee´s request for care days 14 
days before.  
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3.9 Senior days 
When you turn 58 years, you are entitled to extra vacation days 
 
58 years 2 days a year 
59 years 3 days a year 
60 years 4 days a year 
61 years 4 days a year 
62 + years 4 days a year 
 
The area manager must as a main rule approve the employee´s request for senior days 14 days before.  
 
3.10 Breaks  
If you work more than 3 hours, you are entitled to a 15 min break which is placed appropriate. You pay for 
your lunch break yourself. If you take a 30 minute lunch break, you add 30 minutes to your working hours.  
 
3.11 Transport between places 
The Cleaning Section gives 15 min between two work places to the employee who works at the places.  
 
If the employee asks for extra hours, The Cleaning Section gives 15 min no matter the distance between the 
work places.  
 
If The Cleaning Section in special occasions asks the employee to work in another place, The Cleaning 
Section gives full transportation time.  
 
If you want to use your own car during your working hours, it has to be approved by your area manager.   
 
3.12 Use of telephone and music player in your work place 
Use of telephone in your work place is only allowed to a limited degree. It is important that you answer your 
telephone if your area manager calls.  You are only allowed to make private phone calls in your break.  
Use of music player is only allowed, if it does not disturb your work or surroundings.   
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3.13 Dentist/doctor 
Appointment with dentist or doctor is placed, if possible, after work. You always have to inform your area 
manager if appointments with doctor or dentist will affect your work and working hours.  
 
3.14 Education 
New employees are trained thoroughly the first day according to an instructions programme. The area 
manager evaluates how many instructions the employee needs. Every permanent employee must attend an 
AMU course in cleaning. The employees working in the special cleaning team must attend a course in 
scaffolding. If you have any questions regarding AMU courses, please contact Sine Bull Jensen at 2933 3591 
or eb9z@buf.kk.dk.  
 
3.15 Salary 
As a permanent worker, you are paid by the end of the month. If you work extra hours, you must fill out an 
extra time sheet by the end of the month. The salary for the extra hours are paid at the following payday.  
 
The basic salary according to the colletive agreement January 1st 2016 is 131,45 kr./hour. We need 
documentation from former contracts and payslips that you have been working as a cleaning assistent in 
order to give you a higher salary.  
 
If you have questions regarding your salary, please contact Koncernservice at 70808000 
 
3.16 Vacation 
Vacation cf. Holidays Act  
In order to obtain full vacation pay, you have to work from January to January and you are entitled to 5 
weeks of vacation and 5 extra days. The Cleaning Section must be notified no later than February 15th 
concerning your main holiday. Any vacation time you have left must be spent before April 30th.  
 
The area manager sets the dates for holiday together with the employee. The area manager must as far as 
possible meet the employee´s requests for holiday in consideration of the planning. The employee is 
responsible for keeping score of vacation before setting dates for vacation. Information about the number of 
your vacation days, you find on your payslip.  
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At least 3 months before the main holiday begins, the area manager must notify the employee about the 
dates of holiday. At least 1 month before other vacation days begin, the area manager must notify the 
employee about the dates of holiday. 
 
If you wish to receive payment instead of your 6th week of vacation, you must notify The Cleaning Section 
September 30th at the latest.  
 
Special holidays and holidays not falling on a Sunday 
May 1st all day (0-24), Constitution Day 12.00 pm. (12-24) and Christmas Eve all day (0-24) are considered 
as holidays not falling on a Sunday. New Years´s Eve is a normal work day. Evening fee is paid from 4 P.M. 
Closing days 
Please be aware that The Cleaning Section can ask you to take up till 10 vacation days because of closing 
days. These days will be notified at least 1 months before.  
 
3.17 Maternity leave and leave 
As a mother you have to inform your area manager at least 3 months before you expect to give birth and 
when you take maternity leave. 
As a father you have to inform your area manager at least 4 weeks before you plan on taking leave. 
If you are pregnant, you are entitled to 8 weeks of maternity leave before you expect to give birth.  The first 
14+6 weeks are reserved the mother. The next 6 weeks are arranged with the father. You are entitled to max 
26 weeks of paid maternity leave after delivery. You are always welcome to make an appointment with 
Mitra if you have questions concerning maternity leave at 33 66 43 78. 
 
If you want to take leave from your work place, please contact your area manager. If you take leave from 
work it is without salary.  
 
When you inform The Cleaning Section about your pregnancy, you will be invited to a meeting, where we 
talk about how The Cleaning Section can help you at your work place during your pregnancy.  
4. Equal opportunities and diversity 
The Cleaning Section strives to be an attractive workplace and welcomes all nationalities and cultures. All 
employees are welcome regardless of gender, age, ethnicity, culture and religion. The administrative staff in 
The Cleaning Section is characterised by employees with different cultural backgrounds which we think 
strengthen our work and contribute with many different competences in evolving your company.  
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5. Environmental policy  
The Cleaning Section strives to protect both people and the environment.  
 
It is a common goal and we think that the cleaning business carry a great responsibility because of the 
traditionally heavy use of chemicals in daily cleaning. An effort is needed in the selection of working 
methods, chemicals, equipment and the instructions.  
 
According to our environmental policy we only coorperate with environmentally responsible suppliers, 
thoroughly instruct in the use of equipment and chemicals and pursue a policy which place us among the 
most eco friendly cleaning companies in Denmark.  
 
When we choose chemicals and equipment we focus on the working environment. The Cleaning Section will 
at all times urge the costumers as well as the cleaning business in general to choose the newest equipment in 
favor of the employees, costumers and society. 
 
The Cleaning Section use chemicals environmentally labelled The Nordic Swan and/or the EU Flower.   
 
As a public company in The City of Copenhagen we strive to minimize or prevent environmental 
degradation and impact as well as minimize our use of chemical products. We cooperate with 
environmentally responsible suppliers and demand eco friendly products. The Cleaning Section is ISO 
14001-certified. 
 
The Cleaning Section is a Swan labeled company since November 2014.  
 
5.1 The Swan-label 
The Cleaning Section is a Swan labeled company. This means that we are certified as a provider of swan 
labeled cleaning and can document that we fulfill the demands of Nordisk Miljømærkning in chemicals, 
quality, ethics and communication.  
 
With a Swan labeled cleaning service, a low consumption of chemicals, detergents and fuel is ensured and 
focus on sorting of waste.  
 
We have an ongoing talk with our customers on how to improve the Swan labeled cleaning service and guide 
in reduction of resources and waste.  
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As a cleaning assistant this means that you have to follow the rules and regulations which are issued by the 
area mangers. All cleaning assistants must wear the blue t-shirt, vest and name ID.  
6. Working environment policy 
The Cleaning Section emphasizes being a workplace, where the employees are healthy both physically and 
mentally. The health of our employees is the precondition of maintaining a service which is characterised by 
high quality and efficiency. The Cleaning Section focus on:  
- Developing better and more efficient working procedures and routines  
- Purchasing necessary technical devices and making sure they are being used 
- Organisation and planning of work 
- Common approach to working procedures and routines  
 
Our focus points are being followed up by the workplace assessment every 2 years, actions towards sick 
leave and by visiting our employees every month.  
 
The Swan Label and  ISO 14001-certification ensures the choice of environmentally correct chemicals and 
our employee´s knowledge of safety data sheets and workplace instructions.   
 
6.1 Union- and safety representatives 
The Cleaning Section has four union representative and four safety representatives. There is an election 
every 2. year. As a union- and safety representative you can help your colleagues with working conditions 
and working environment. If you are interested in running for union- or safety representative, please contact 
The Cleaning Section. It is a precondition that you speak and understand Danish. As a union- and safety 
representative you get a bonus. You can find the contact information on your representatives in the folder in 
the cleaning room.  
 
6.2 Work-related Injury  
If you as an employee are injured, the following procedure must be followed: 
1. Employee who is injured contacts her/his area manager 
2. Area Manager contacts safety representative 
3. Safety representative visits the place where the employee is injured 
4. Safety representative fills out paper regarding work-related injury 
5. Safety representative and the area manager signs the work-related injury paper 
6. As an employee you need to have a copy of the signed work-related injury paper 
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8. Website: The Cleaning Section 
You can find more relevant information in the website: 
 
www.rengoringssektionen.kk.dk 
 
If you have questions please contact  
Lotte L. Jensen på tlf. 2632 4212 eller e-mail zc86@buf.kk.dk  
Sine Bull Jensen på tlf. 2933 3591 eller e-mail eb9z@buf.kk.dk   
 
8.1 The Cleaning Section on Facebook 
In Facebook you will find The Cleaning Sections group: Rengøringssektionen, BUF, Københavns 
Kommune. You can as a member of the group follow the daily work in The Cleaning Section by photos, 
social events etc.  
 
8.2 www.mitbuf.dk 
The website www.mitbuf.dk is for employees in Børne- og Ungdomsforvaltningen. Here you can find news, 
social events, discounts on tickets for Zoo and Tivoli.  
